NORTH CAROLINA ePROCUREMENT

NC eProcurement
Managing a Sourcing Event

A Sourcing Event is the most important part of a Sourcing Project. It is where the buyer can establish the bidding
dates and time, as well as compile all pertinent information to which the vendors will need to respond, as guided
by a template established by the State. Notification of this Event can then be posted in IPS so that interested
vendors can respond electronically in a consistent format and that questions and answers can be exchanged
through the Sourcing Event if further clarification is needed by either side. Finally, responses can be reviewed,
and a contract can be awarded.

l. Create a Sourcing Event

1. Navigate to the ‘Documents’ tab of the Sourcing Project and click the down-arrow to the right of the
document within the ‘Sourcing Event’ folder and click ‘Edit’ from the drop-down menu.

Note: This document template will depend upon the selection made in the ‘Solicitation Vehicle’ field
when creating the Sourcing Project.
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Example Sourcing Services Project 1B Ws82296004

Related Knowledge Tasks: Incomplete Tasks: 0
Seurcing Project Current Phase: 01 - LAUNCH PROJECT
» Expand Projects
__________
O\;er\;i&g Documents Thsks Team Message Board Event Messages History
________
Search Knowledge
Example Sourcing Services Project Show Details [
Name Owner Status
» [ sour ng Project Documents " Project Owner
» [0 solicitation Document ~ Project Owner
______________
= i vy N i wner
(~ ~'_ ¥ Sourcing Event v _ - Project Owne:
—————————— -~
[*= Mon-T RFP Agency for Services Sourcing Event Templad ~ V Project Owner Mot Created

~ /7

Click the down-arrow next to
the pre-loaded Sourcing

T "\\ Event Template, then click

‘Edit’ in the dropdown menu.

- -

Create New Task

To Do

2. The ‘Edit Event’ page will display. It is important to populate the ‘Title’ and ‘Description’ with pertinent
information, keeping in mind that the ‘Title’ will be visible to vendors who choose to respond within the
tool, and the ‘Description’ can be up to 120 characters and will be pasted in the IPS ‘Summary’ field to
provide the vendor community its first idea of what goods or services are needed.

Select ‘No’ for the ‘Test Event’ field and leave the other fields as is. ‘Currency,” ‘Commodity,” and
‘Departments’ will be pre-populated based on selections made when creating the Sourcing Project.
Then click ‘OK.’
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Enter overview information for this event, including a title and a description.

Example Sourcing Event

Currency

Commodity

Description: —IEJ_B _L_ H—?E—EJ 2(-1.3 pt) E\L\.\E,—dana r LJ A @ &
’\’ - Health Care Services Example = ’\ N

It's very important to be thoughtful
and detailed when editing the
‘Title’ and adding a ‘Description.’
Vendors will see the contents of

Test Event: * Yes . Mo bOth fleldS C|ICk ‘OK’ When the

— edits are complete.
Base Language English  ~ |

US Dollar

851015 - Healthcare centers 851015

Regions: (no walue)

Deparuments: ADMMP DOA Purchasing

The ‘Event’ page will display and will outline the four sections to be completed before publishing the
Event: ‘Rules,’ ‘Suppliers,’ ‘Content,” and ‘Summary.’

Note: The Event will be assigned a ‘Doc Number’ by the system immediately preceding the Event ‘Title’
entered on the previous page. This ‘Doc Number’ will be used as the IPS ‘Solicitation Number’
following the user’s entity-specific numerical prefix (i.e., 13-Doc82296023 for DOA).
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These rules control evexy aspect of how the event works. You may change them to suit your event or accept the defaults.

-

Event - " "Doc82296023 - Example Sourcing Event

Envelope Rules

! ' Number of Envelopes: | 2 N\ A system-generated ‘Doc Number’
1 \
" @ Suppliers \ displays before the ‘Title’ entered
[ - .

1 1 € Authorize Teams to Open Eny| ON the previous page and the four
1 1 stages in the process to finalize the
‘\ @ Content ,’ Envelope Id Team Event display on the left side.

\ !

\ g ! [ v | Acemore

AR @ Summary |,/ ;
N ’ 2 | Project Owner ' | Add more
N 4
~ ~ - ' :

10/7/2020 Managing a Sourcing Event




NORTH CAROLINA ePROCUREMENT

Setting Event ‘Rules’

The first of the four sections to edit and set are the Event ‘Rules.” Most importantly, the rules section allows the
buyer to establish the ‘Timing Rules’ outlining when the bidding starts and stops. Many of the fields within the
six sub-sections on this page are pre-populated, and it is advised that users leave them as is.

1.

‘Envelope Rules’ is the first subsection. The system will default the event to have two envelopes and
lists the ‘Project Owner’ group as the user group with the ability to open these envelopes. Envelopes
will be discussed further in the ‘Content’ section of the Event, but the first envelope contains information
about the vendors who have responded, and the second envelope will contain the specific pricing details
of each vendor’s response. lItis advised that the user leaves this section as is.

Envelope Rules

Authorize Teams to Open Envelopes

Envelope Id

MNumber of Enwvelopes

The number of envelopes defaults
to two, and the ‘Project Owner’ is
designated as the user with
authorization to open them. ltis
suggested that the user accept the
default values.

1
\
~ -

P $ 

- Project Chnmer ~ Add

~ Project Owmner - Add more
~ I
— =

~< ==

‘Timing Rules’ is the next and most important section. There are two required fields that set when
vendors can begin to respond with bids and when their bids are last due.

a. ‘Response start date’ defaults to ‘When | click the Publish button on the Summary
page,” meaning that vendors can begin responding immediately once the Event is finalized
by clicking ‘Publish.’ If the user would prefer to set a specific date in the future for when
vendors can begin to respond, click ‘Schedule For the Future’ and set a specific date and
time from the pickers.

b. ‘Due date’ sets the time when the bidding period is closed. It defaults to ‘Duration,” where
the user can select a time period in ‘minutes,’ ‘hours,’ or ‘days,’ or it can be switched to a
‘Fixed time’ where the user can set a specific closing date and time from the pickers.

Timing Rules

Set the ‘Timing Rules’ for
the opening and closing
dates for accepting bids.

©

Reminder (Edit) (i

@

~ -
e * ,'. Duration: 1
-

—_—_————

days e

Fixed tirme:

3. ltis suggested that users leave all defaulted values as is for sections three through six. These four
sections are ‘Bidding Rules,’ ‘Project Owner Actions,’ ‘Market Feedback,” and ‘Message Board.’
When all Event ‘Rules’ have been set, click ‘Next.’
10/7/2020 Managing a Sourcing Event



NORTH CAROLINA ePROCUREMENT

lll.  Handling Participants in the ‘Suppliers’ Section

At the time of publication, the process for handling Event participants has not been finalized. Please check back
later for more details.

IV. Updating the Sourcing Event Content

The ‘Content’ section of the Event is where the user can share all information about the products or services they
wish to receive bids on, as well as provide a framework of questions for vendors to answer to help the buyer
choose the most-deserving bidder to award the contract to. The State has created an extensive template in this
section, and it is advised that users follow the suggested outline.

1. The ‘Content’ stage is divided into seven numerical sections, some of which have subsections:

10/7/2020

1)

2)

3)

4)

5)

6)

7

Welcome to the State of North Carolina’s Sourcing Tool: A brief welcome message for
vendors.

Instructions and How to Use the Sourcing Tool: Instructions and tips for vendors on how
to provide a response within the tool.

Solicitation Document and Details: Users will upload their completed ‘Solicitation
Document’ in section 3.1. Vendors will find a pre-loaded template for submitting questions in
section 3.2. If the user needs to respond with an ‘Addendum,’ they will post it here and it will
become section 3.3.

Vendor Information: This section requires vendors provide their ‘Customer Number’ from
their NC eVP account, and the answers will be provided in ‘Envelope 1.

Pricing Submittal: The user will upload a customized pricing response template that
vendors will download, complete with the prices they are bidding on the requested products
or services, and re-upload to the Event as an attachment. This information will be available
to view by the user in ‘Envelope 2.’

Vendor Responses: This section has 27 default sub-sections consisting of general
questions and information requested from the vendors by the State to accompany their
pricing submittal. Some questions can be answered with free-text, while other fields provide
the vendors with a drop-down menu or the ability to add an attachment. All questions are
required to be answered by default. These answers will be visible in ‘Envelope 1.’

Additional Questions to Vendor: Vendors can provide additional information such as a
further description of their qualifications or up to three references. These answers will also
be visible in ‘Envelope 1.

Note: Section 7 will only not display for ‘Goods’ Solicitations.
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2. Section 3, ‘Solicitation Document and Details,’ is the first section a user needs to update. A ‘SAMPLE
BLANK DOCUMENT.doc¢’ is attached to 3.1 by default. The user can click on this document and
download it, but that is not necessary, as it is simply a blank placeholder. Instead, click on the blue text in
the body of 3.1 and select ‘Edit’ from the subsequent dropdown menu.

Event DocB82296023 - Example Sourcing Event m

On this page you create the information that participants will read and respond to during events. Add different types of content to re-create the traditional sourcing  More

Click the blue text in the body of v
sub-section 3.1, then click ‘Edit’ in
the subsequent dropdown menu.

All Content  Filter ~

@ Rules

| | Mame

ra i e s v sy sk

e U g G e

@ Suppliers | | ¥ 3 solicitation Document and Details

This section contains the details of the Solicitation, incl
information on the Solicitation process and instru 5 on how to respond, and thy

ng details on the intent, use, durgtier and scope of the goods and / or services being requested,
e's terms and conditions. Any issued Addenda to this Solicitation

3 ) Content _ _ _uillbeposedindhissectionm = = — = = T m — m — m — m — S — e — e — e m e
Pt = |" |— - 3.1 This document includes details on the jefit, use, duration, and of the gog_t‘:ls and / or services being requested, information on the solicitation™ ~ = ~ L
S~ - process and instructions on how to respond, and the State’s and conditions. [¥ SAMPLE BLANK DOCUMENT.doc ="
@ Summary : T T ——aa ~nTemplates Yendop shall submi ‘guestions it may have regarding this_Solicijgtion or the Soliciiation prosess v tr'Ie'SdD'rc:T\g-'T'cols
| | Mess  Action g the provided Vendor fion Template. Written questions concerning this Solicitation will be received until the date and time listed in

MeS o = = = _ng‘this Solicitgger” [ Vendor Question Submission Template.xlsx v

— - § ~
[] v8ay B9 jcation
_ Ly s

This section requires Viendor to providing identifying information.

3. The ‘Edit Attachment’ page displays. Click ‘Update file’ next to the ‘SAMPLE BLANK
DOCUMENT.doc’ file, then attach the finalized Solicitation Document by selecting either ‘Upload a file
from desktop’ if it's most easily accessed there, or ‘Select file from library’ to pull it from the
‘Documents’ tab of the overall ‘Sourcing Project.” When the actual document is attached, click ‘Done.’

Enter information about this guestion or term and specify all values that apply.

jcument includes details on ...

#-=°41 Click ‘Update file’ (slightly hidden
by popup menu) to replace the
default document, then select the

— size — ™~ = — font — =

s details on igtent, usa, duration, and scope of the goods and / or services
source of the completed mation on the solic rocess and instruchons an hov to respond, and the
.. . B diti .
‘Solicitation Document,’ either the |—<=2=
desktop or the ‘Documents’ folder. AT TTSs e TTTTES -~o
U 2
DOCUMENT.dos '(/\ Update f'l‘/;’ Upload a file from desktop N
- -
Reference Documents:  Artach a file ~w (D) \\ Select file from library .7
o - -
Wisible to Participant: | Wes ~w | G

4. There is no necessary action in Section 4. Note the envelope icon next to the number and hover the
cursor over it to display in which envelope that section’s answers will be revealed.

L

All Content Filter v - - - = ¥

@ Rules . Hovering over an envelope icon will

[ ] wame display in which envelope that

T —————— A0 q q

@ Suppliers |—| 3.1 This document includes details on the intent, use, duration, an: SeCtlon S |nf0rmat|on Wl” be plicitation

— . process and instructions on how to respond, and 1] S terms and co revealed When re\/iewing the b|dS

. 3.7 Wepdor Question Template - Rall submit any questions it ma rcing Tool's

| l] Envelope 1 ge oard Provided Vendor Question Template. Wiitten queSTIONS COTTCETTITIE, TS SUNCIEIONT vt De TECeTved it ore gate ana ume listed in

3 ) Content 1 nedyle Section of this Solicitation. [EB' Vendor Question Submission Template.xlsx

|_‘l\ v I‘:[i4 Vep:{or Identification v

TSN
@ Summary This section requires Vendor to providing identifying information.
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5. In Section 5, Vendors will attach their pricing responses to the products or services being bid upon. The
user must provide a template for vendors to populate. In 5.1, duplicate the steps performed in 3.1 by
clicking on the blue text in the body and selecting ‘Edit’ from the dropdown menu.

6. Navigate to the ‘Reference Documents’ field and click the ‘Attach a file’ link. Add the Pricing Submittal
template the vendor needs to fill out, either from the desktop or the ‘Documents’ tab if it has been saved
there, and click ‘Done.” Vendors are instructed to download this template to fill out with their pricing and
re-upload it for the user to review in ‘Envelope 2.’

Enter information about this question or term and specify all values that apply.

S - Pricing Submittal 5.1 - Pricing Submittal - Vendor shall d...

- L *
MName: — size — = — font — = |

Pricing Submittal -
bo

ok Bcat Tie that s available by cickma end|  Click ‘Attach a file’ (slightly hidden [
i?ils;uct'uons on the first worksheet of the Exd by popup menu) next to the =1
‘Reference Documents’ field to
Is this a prerequisite question to continue with the event? | Mo upload a Pricing Subm|tta| template

for the vendors to fill out.

External Field Mapping:

Answer Type: | A:IGM vl (O]

Response F!eq..i'-%:lf‘*]/‘r‘es_ Participant Required y_l _",_
—————— == T==<
- -~a — >SS N
4 Reference Documents: ’Ar_zc' a (fe Upload a file from deskrop \
~ -
—————————— /
- .
visible 1o Partcipant | ves <\~ Select file from library 4

- o | = ==

7. Section 6 contains numerous questions for vendors to answer accompanying their pricing submittal. By
default they are all required, however, if necessary, they can be edited or deleted, although this is not

advised.

8. To delete a question, check the box to the left of that question and click the ‘Delete’ button at the bottom
of the ‘Content’ section. The question will be removed (it cannot be undeleted), and the subsection

numbering below it will automatically adjust.

Answer | Unspecified |
- S i —
N 6.8 CERTIFICATION OF FINANCIAL CONDITION
)
7 gdor certifies that it is in sound financial condition and, if applicable, has recsived an unqualified audit opinion for the latest audit of its financial
~=”

Check the box next to the
subsection to be deleted and click

| 6.9 If Vendor answered No to above question, Vendor shall explain the r
— N the ‘Delete’ button at the bottom of
m—— the screen. ~
- ~q -
[ Add ~ ] [ Edit + {I [ Delete ] \i Excel Import + ] [ Smart import from Excel ] (*) indicates a required field
S -

9. To edit a question, check the box to the left of that question and click the ‘Edit’ button at the bottom of the
‘Content’ section. From the subsequent dropdown menu, click ‘Content.’
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10. The ‘Edit Question’ page will display. It is highly advised that no edits be made to these questions. One
potential field to change is the ‘Response Required?’ field. This field defaults to ‘Yes, Participant
Required,’” but if the user would like to keep the question but not make it a mandatory one for the vendor,
they can select ‘Not Required’ from the dropdown menu and click ‘Done.’

s this a prerequisite question to continue with the event? Mo

After selecting ‘Edit’ next to a particular
sub-section, the ‘Response Required?’
field can be altered so that question is
no longer required by default.

External Field Mapping:

=
= Jd _Not Re@ulred -
Yes, Pafticipant Required
Visible to Participant:
es, Cwner Required

Participant can add additional comments and

11. If the user cannot complete all four sections of the Event in one sitting, they can click the ‘Exit’ button at
the top or bottom of the screen and will be presented with a few options. The top options will save the
progress made, and the user will be able to revisit and complete the Event before eventually publishing it.
The top option is the suggested action. The bottom option to ‘Create saved version’ will save the
progress made as a separate version, and the screen will include instructions on how to undo any
subsequent changes. The bottom option works if desired but is generally unnecessary.

Confirm Edit Event Exit The top options on the ‘Confirm Edit

o )

What would you like to do next? Evt_ant Exit screen will save the Event
_________________ as is, and that is the suggested course

Jr = contnus werking on this event. = S, of action, while the bottom option will

Wiew details or returm to project .

~ - save the progress made as a separate
YoOresits haye autgrpatlically o<tn saved as you work. Others cannot edit A
________ gl Y version.
red version and exit. ")
-_— -
Prior to publi ng. you are allowed to create saved wversions or ‘checkpoints' of your work on an event. Once you hawve a sawved wversion,

you can undo any subsequent changes by selecting Actions > Rewvert to Saved Version while viewing the event.

NOTE: You can only revert to the last saved version that was created.

V. Summary Section and Publishing the Event

The fourth and final section in the Event is the ‘Summary.” This contains the summary of the first three sections

and allows the user to review and edit before adding a mandatory approver and clicking ‘Submit’ to Publish the
Event.

1. The ‘Overview’ information is at the top of the page, above the ‘Rules,’ ‘Suppliers,’ and ‘Content’
information in descending order. To edit any of the ‘Overview,’ click the ‘Actions’ button and select

‘Edit Overview’ from the dropdown menu. If any other sections need to be edited, click on that section
on the left side of the screen.

2. For a summary of the entire contents of the Event in the form of a MS Word document (which may be
helpful to refer to when posting Event information to IPS), click the ‘Actions’ button and select ‘Print
Event Information,” and the system will generate an up-to-date, time-stamped document.

Note: Avoid clicking the ‘SAP Ariba Review’ button.

10/7/2020 Managing a Sourcing Event 7
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Event Doc82296023 - Example Sourcing Event Submit

To edit any information in the
‘Overview’ section, click the ‘Actions’
, s button and then click ‘Edit Overview.’

Review and revise your g inch the event or leave it as a draft for future edits.

Rules \\ Before you can submi i i i ers
To edit any information from any other

® ‘
‘I section, click the link to that section on - =
@ Suppliers Qverview the left side. SAP Arg;ajavie-.u-_'\lL _fac_t.io_lls_v,}
1
@ com [
\

. SN
( Edit Overview,,
~ i

contert  / ID:  DocH2296023 Commaodity: View Publish Approval Task

, Description:  Health Care Services Example (i) Customize Messages

N . Regons | _-IS0MZzeVEssagE
S=-7 Status: Draft (3) - -
4 ) Summary - wts: < _ _Print Event Information _ pt
Version: vl {editin ===
? 05/10/2020
Sou Userol (1)
SourcingUser0l (i) % ot

Editors

Creation Date:  09/0%/2020
Event Type: RFP Access Control:  (No additional restrictions)\ (7)
Test Event:  No
Template: Mon-IT RFP Agency for Services Sourcing Click ‘Print Event Information’ for a MS

Event Template Word version of the contents of the Event.

Base Language: English

3. The ‘Submit’ button will be greyed-out and inactive until an approver is added to the Event if one wasn’t
already added by default (when the amount entered in the Sourcing Project Attributes ‘Estimated Annual
Contract Value’ field is $1,000,000 or more, P&C is automatically added as an approver). To do so, click
the ‘View Approvers’ link above the ‘Overview’ section.

< NORTHCARGUNA a = = ) e
Event Doc82296023 - Example Sourcing Event Submit

—_—_————

d. When you finish, you can launch the event or leave it as a draft for future edits.

Before the ‘Submit’ button becomes active, the user must

add an approver by clicking the ‘View Approvers’ link. \ e
Q) Rules Before you can submit this event for publish approval. you must add appm\&; View Approvers ~’\
@ Suppliers QOverview [ SAP Ariba Review l [ Actions »

4. The ‘Approval Task’ page will display. Click the ‘Add Initial Approver’ button.

Approval Task Exit

The document associated with this task is in Draft stamws. Update the document as necessary and then mark this task In Progress. Notification on  Arore

Example Sourcing Services Project 04 - DEVELOF SOURCING EVEMNT Gain Approval of Sourcing Ewvent

TSK82296042 Gain Approval of Sourcing Event Round 1: Mot Started (&)

Er Example Sourcing Event ™
Cannot initiate a task on documents with a Mot Generated or Mot

Edited state. Update the document's state to Draft, then start the task.

Properties Task History Approval Flow Clle the ‘Add Initial Approver,
button if no approver was already

There are no approvers or reviewers. _ _ _ _ _ _ _ 4// automat|ca“y added

-
N
Submitted ( Add Initial Approwver ] 7 Approwved
~ -
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5. Click the arrow to the right of the ‘Add approver to approval flow’ field and select the appropriate user
or group needing to approve the Event from the dropdown menu. When selected, click ‘OK.’

Add Approval Request

~

o Add approver to approval flow: ® P(no value)

-

i

Required: Proje
SourcingUser01

Click the dropdown arrow to
search for a user or group to add
as an approver, then click ‘OK.’

ie @ reason:
3, Search more

6. The new approval flow will display, and additional approvers can be added in sequence by clicking the
blue arrows before or after the ‘Pending’ approver. Click ‘Exit’ to return to the ‘Summary’ section.

Note: Clicking on the ‘Properties’ tab and adding a ‘Due Date’ for the approval will send the approval
request to the approver’s ‘Notifications’ portlet as well as sending the standard email.

——————

Approval Flow

PR Ending % .-~ /

( w Approwved
N~ / SourcingUser0l ~ _ -

Click the arrows on either side of the new
approver to add additional approvers if
necessary, then click ‘Exit,’ to return to
the ‘Summary’ section. A ‘Due Date’
can be added to the approval request
within the ‘Properties’ tab.

N ———_——

Submitted ’

——————

7. The ‘Submit’ button is now active and can be clicked to ‘Publish’ (pending approvals) the Event. Until
that time, the Event will remain in ‘Draft’ status.

Event Doc82296023 - Example Sourcing Event l

S —————

Review and revi ch the event or leave it as a draft for  Adore

Click the ‘Submit’ button to send the

N/

@ Rules Another mern| EVent tO the ﬁrSt approver SO that It can lished. Before submitting for publish approval, you
canviewand| e ‘Published.’
l: : ) Suppliers ‘ 3
Overview Note the current Status of ‘Draft. SAP Ariba Review H Actions
@ Content ID:  DocB2296023 Commodity: 851015 - Healrhcare centers
Description: Health Care == @ Fei0s
@ Summary S E&amp_le~ Regions:  (no value)
( Status Draft (D Departments: ADMNP DOA Purchasing
~ CmI T {;ii_ﬂng) Last Modified: 09/10/2020
10/7/2020 Managing a Sourcing Event 9
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8. The ‘Event Submitted for Approval’ page displays, and the user will have the option to return to the
Event or go back to the overall Project. Upon returning to the Event, the user will find five tabs at the top
of the screen. ‘Overview’ is the default tab, and that is where the ‘Rules’ are summarized along with a
‘Version History’ section towards the bottom and any ‘Tasks’ associated with this Event, including the
recent ‘Approval’ request will be displayed at the very bottom.

9. Other tabs include ‘Content,’” ‘Suppliers,’ ‘Messages,’ and ‘Log.” Until the Event has been fully
approved, the Status will be listed as ‘Pending Publish Approval.’” Clicking the ‘Actions’ button will
display several options including ‘Edit’ to make any necessary changes and ‘View Project’ to navigate
directly to the Sourcing Project within which this Event exists.

e =
< Q = 5 @ e
& Doc82296023 - Example Sourcing Event QTE Pending Publish Approval _ .}
——————————————————————————————————— I,—’—___—_~~~\
f\i Overview Content Suppliers Messages S, w— L /\
———————————————————————————— Lment
Oveg— - i D
New tabs at the top, along with a new ‘Status’ | -~ = _-~— = S=—____-- -
while the Event is waiting for approval. Excel Export
B The ‘Actions’ Print Event Information
\ Description:  Health Care Services Example (i) d d
et ropdown Re Wiew Publish Approval Task
7o _ Stats:  Pending Publish Approval (i) _ > allows users to C .
____________________ K departr
Version: v2 select options I Copy
Version Comment ”k? Ielis ?nd = Move
‘View Project.’ Cur
Owmer:  SourcingUser0l (7) Publish As Quick Link
- Creation
Access Ci
RFP Unlock
No
Non-IT RFP Agency for Services Sourcing =TT T T T == o
Event Template < ~_ _ ViewProject _ .

10. Once the Event has been approved, it becomes ‘Published,’” and based on the timing rules established,
it may immediately be ‘Open’ to receive bids, as is the case below. A clock will appear in the upper right
counting down how much time is left until the bidding period is closed. Two new tabs will also appear:
‘Discovery Suppliers,” and ‘Award,’ although both of these tabs can be ignored.

MORTH CARGLING
SFROCURTMENT

< a = 2 o ©

—_———— —-_
- -

& Doc82296023 - Example Sourcing Event -

S~ ——

Owerview Content Suppliers Discovery Suppliers Messages Log vard m

Overview
A countdown clock until the end
1D Doc82296023 5 5 c lodity: 851015 - Healthcare centers

of the bidding period appears, © ss101s

Description al ervices i

Pty 2 SRERR S P = the status goes to ‘Open.’ ions:  (no value)

S~ :ai: - EI?_E"_ _I_I - ’ Deparonents:  ADMMNP DOA Purchasing

wersion w2

Last Modified: 0S/10/2020

L
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VI. Managing a Published Event and

Responding to Vendor Questions

Once the Event has been approved, Phase 4 of the Sourcing Project will automatically be recorded as complete
as noted by a checkmark. The first task in Phase 5 is to ‘Post Sourcing Event Summary and Link to Sourcing
Event on IPS.” Posting the link within IPS will give vendors interested in responding the ability to access the
Event via their Ariba Network accounts and a path to an electronic response. During the Event, if responders
have any questions, they will submit them via the Event message board, and if necessary, the user can address
those questions by posting an ‘Addendum?’ in the Event before responders submit their final bids.

1.
from the dropdown menu.

From the ‘Documents’ tab on the Sourcing Project, click on the Event document and select ‘Monitor’

Example Sourcing Services Project
Related Knowledge

Sourcing Project
» Expand

AlL Knowd

Team
Search Knowledge - -

Example Sourcing Services Project

Sourcing Project Documents v

Solicitation Document v

Sourcing Event ~

Create New Task

Sang
Saucioglleodl To Do

ID WS82296004

Tasks: Incomplete Tasks: O

Current Phase: 01 - LAUNCH PROJECT

Message Board Event Messages History

Show Desalls

Status

T

Project Owner

From the ‘Documents’ tab
on the Sourcing Project,
click on the Event document
and select ‘Monitor’ from
the dropdown menu.

Open

2]

2. Goto IPS and populate the Solicitation Posting as instructed by P&C. Remember that the ‘Solicitation
Number’ field will be the user’s numerical Entity number followed by the system-generated ‘Doc
Number’ given in the Sourcing Event and that the ‘Summary’ field accepts up to 120 characters of the

Event ‘Description.’

If a vendor has any questions during the Q&A period, the vendor is instructed to submit them on a

template provided in the ‘Contents’ and notify the user via the Event message board. A notification will
appear on the home page when a message is received, or check the ‘Messages’ tab on the Event at any
time. Click on the ‘Subject’ of the new message to read the message and note the attachment icon on

the left side.

= Doc82296023 - Example Sourcing Event

Time remaining

14 days 13:57:57

©

- - -
- ~
Ovenview Content Suppliers Discovery Suppliefi Messages \}.og From the EVent ‘Messages, Actions
~ : ‘ A
~———-- tab, click on the ‘Subject’ of the
Filter by Label: | All ' Manage Labels new message and nOte the
- attachment icon on the left.
Messages =
2= Id Reply Sent Sent Date 1 From Contact Name To abels Subject
(o i Y- PSP _
N - MSG1515129 No 09/11/2020 01:24 AM  NC Test Viendor State Supplier SourcingUser0l ’~ (nowvalue)  Sourcing Event Questions -7
- B =
MSG1511076 Not Applicable 09/10/2020 04:06 PM  NC eProcurement - TEST SourcingUser0l  State Supplier (no valug) NC eProcurement - TEST has invited
MSG1511075 Not Applicable 09/10/2020 04:06 PM  NC eProcurement - TEST SourcingUser01  Participants (0) Team (0) (no value) Event Example Sourcing Event publi
>
\ Compose Message l [ Download all attachments

Managing a Sourcing Event
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4. The ‘View Message’ page will display, and the user can download the vendor’s question attachment
document and read their message at the bottom of the page.

View Message [ Cancel ] [ Reply

d: MSG1515129

From NC Test Vendor (State Supplier)

Download the vendor’s attachment
to view their questions and read their
message at the bottom of the page.

Sent:  OW1L/2020 D1:24 AM
o:  Project Team: MC eProcurement - TEST(SourcingUser01)

Sourcing Event Questions

(no value) select

5. When the Q&A period is over and all vendor questions have been reviewed, the user may need to create
an ‘Addendum’ to address the questions. From the ‘Documents’ tab on the Project, expand the
‘Sourcing Project Documents’ folder, then click on the ‘Addendum Document Template’ link and
select ‘Download.” Fill the document out, rename it, and save it back into the Project.

- . . e
Example Sourcing Services Project 0 WsB=285004
Tasks: Incomplete Tasks: O
Sourcing Project Current Phase: 01 - LAUNMCH PROJECT
Owerview Documents Tasks Team Message Board Ewent Messages History

Example Sourcing Services Project

Show Details

Cwmer

Project Cumer

Expand the ‘Sourcing Project
Documents’ folder, then click on the
‘Addendum Document Template’
link and select ‘Download.’

[ Wicw Details l-
[ Edit Atributes Slate s Project Owner Mot Edited
— Copy

= i Drciecs Cvocmer

6. ‘Monitor’ the Event again from the Project’s ‘Documents’ tab, and then navigate to the Event ‘Content’
tab. Click the ‘Actions’ button in the top right and select ‘Edit’ from the dropdown menu.

ow

< ¥ = Timing

Pause Event
& Doc82296023 - Example Sourcing Event

Extend Timing

- -

.- = Reduce Timing
Cverfiew Content Suppliers Discowvery Suppliers Messages Log Awvard Stop Event
~
S — = - Cancet Event
All Content  Filter ~ Display:
. ¢ . y Document
Click the ‘Actions’ button (obscured by i
q . 4 Edit =,
the dropdown menu) in the top rightof | ——» < _ == __%
Name T .
& ’ ‘ H =4
the ‘Content’ tab, and then click ‘Edit.
hd Totals "
1 Welcome to the State of North Carolina's Sourcing Tool ~ Excel Exporn
Welcome to the State of North Carolina’s Sourcing Tool, which is intended to streamline the solicitation process for both the State and ve Print Event Information
Vendors may review the details of this solicitation in the anached document found in Section 3. This includes details on the intent, use, ¢ View Publish Approwval Task
services being requested, information on the solicitation process and instructions on how to respond, and the State’s terms and condition
responses and upload the applicable completed documents for submission to the State in Sections 4, 5, 6, and 7. Copy
2 Instructions on How to Use the Sourcing Tool v Mowve
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7. Click the ‘Content’ link on the left side of the screen, click on the ‘Solicitation Document and Details’
link next to 3, and select ‘Attachment’ from the ‘Add’ dropdown menu.

Event DocB82296023 - Example Sourcing Event Next

On this page you create the information that participants will read and respond to during events. Add different types of content to re-create the traditional  More

@ All Content Filter Display: | Editltem ] [ Actions v l = ¥
Rules ; .
|_] Mame
@ Suppliers Tool's message board. Questions or issues related to using the Sourcing Taol tself can be directed to the North Carolina eProcurement
Help Desk at 888-211-7440, Option 2. Help Desk representatives are available Monday through Friday from 7:30 AM EST to 5:00 PM EST.
,—"“"‘~~\ Tips for Using the Sourcing Tool . , - - _
1 3 ) Content ) 1. Vendors should review available training and con In the ‘Content SeC'[IOﬂ, click on the oad files
- P well in advance of the date and time response are df ¢ - . . y lement
S————- - Help Desk. Solicitation Document and Details
2. Vendors may submit their responses early to mak] i ‘ ’ tothe
Summary response due date and time. The State will only revi llnk and SE|ECt AttaChment from the
3. Questions or items that are required are dej ‘Add’ dropdown menu. unless all
required items are completed. The 5 g Tool wi ing when

response is submitted.

4. Simply saving your response in the Sourcing Tool is not the same as subAitting your response to the State. Vendors should make sure

ils on the intent, use, duration, and scope of the goods and / or services

e on the Solicitation process apd instructions on how to respond, and the State's terms and conditions. Any
ation will be posted in thigAection.
|_] 3 Section lils on the intent, use, #ration, and scope of the goods and / or services being requested, information on the
— =) Table Secti ns on how to respged, and the State's terms and conditions. ﬁ’:“ Completed Solicitaion Doc.docx v
i 3 able Section Viendor shall sydmit any questions it may have regarding this Solicitation or the Solicitation process via the
| ] 5 Lot sing the proyfied Vendor Question Template. Written questions cor ing this Solicitation will be received
'_' u & Schedfe Section of this Solicitation. @ ‘Vendor Question Submission Template.xlsx
|‘ ] v &= Line ltem
Guestion -
A Requirement Delete l l Excel Import v l l Excel Export (¥) indicates a required field
— [T e R S B -
¢ Attachment )
S ___ -
Cost Terms

8. The ‘Add Attachment’ page will display, and the attachment will automatically be assigned 3.3. Attach
the completed ‘Addendum’ document in the ‘Attachment’ field. The name of the document will auto-
populate the name of the new section. Add a ‘Description’ to let the vendors know this is where they
can find the answers to their questions and click ‘Done.” The newly added section 3.3 will now display
with the ‘Addendum’ document attached for the vendors to review. Click ‘Next.’

Doc82296023 - Example Sourcing Event prev { Next

Cn this page you create the information that participants will read and respond to during events. Add different types of content to WAcreate the traditional  More

All Content Filter ~ Displa_\,r:l Edit ltem v] [ ’Acﬁons - l = W

|j Name

Ii'le_y ;:.gl:lp_l;tn.a the submission _p-r.r::i-c_e-szs_;n_c-!;&J;;-;;;éé;a;i}ge_ir_l A new section 3.3 is added with i
|_] ¥ 3 Solicitation Document and Details the ‘Addendum’ document

This section contains the details of the Solicitation, including details on ti] attached for the VendorS. CI|Ck T services
being requested, information on the Solicitation process and instructio . 3 . ns. Ay
issued Addenda to this Solicitation will be posted in this section. ‘Next’ to finalize the addition.

ope tion on the

|_] 3.1 This document includes details on the intent, use, duration, and
's terms and conditions. LW Completed Solicitaion Doc.docx "

— solicitation process and instructions on how to respond, and the 5
3.2 Vendor Question Template - Vendor shall submit any questighs it may hawve regarding this Solicitation or the Solicitation process via the

Sourcing Tool's Message Board using the provided Vendor Q tion Template. Written questions concermning this Solicitation will be received

| ] (— 3.3 Addendum answering vendor guestions E"’ Example Sourcing Event Addendum.doc ™"

N -
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9. The ‘Pending Changes’ will display in the ‘Summary’ section where the user can review the change
before finalizing it by clicking ‘Update’ in the top right.

NORTH CARGLINA
¢ PR

Event Doc82296023 - Example Sourcing Event

_———Tm T =~ ~
Content Change#_ 1 Change pending D =
@ Rules R -
Published Viersion Draft Version | | | _ L o o ;o e = m e m o o o Diff Type Responses Remved Details
-——" -5; Addendum answering vendor questions E"' Example S::u.lrcin; E-»-eTt— =~
@ Suppliers ‘. e _ _  Acdendum.doc v ¢ ! i - faded Mo
@ Content . 3 . ,
Participant Changes Review the Pendlng Changes
1 H 3 )
4 ) Summary Contact Name Itern Mame and If Correc;t’ CIICk Update'

MNo items

10. A final review page will display giving the user four options for handling any responses that may have
already been submitted by vendors. ‘Keep and email,” ‘Keep, but do not email,” ‘Do not keep, and
email,” and ‘Do not keep, and do not email.’ Select the option that makes the most sense given the
situation per guidance from P&C and add a brief message in the box to let the vendors know that an
‘Addendum’ has been added. Click ‘Update Event’ to officially attach the ‘Addendum,’ and the user
will be given the option to return to the Event or go the Project.

-~

7
Rules ( .
S ﬁ- -

Suppliers

4

~
Content <

~

ONONC)

4 ) Summary

-

~

. Keep, but do not email - Keep existing respo?
™ Do not keep, and email - Discard existing responses, and
{ Do not keep, and do not email - Discard exis}

Certain users receive notification emails

+ Any Participants added or rem

“ ~
( Update Event )
~ s

Event Doc82296023 - Example Sourcing Event Cancel

Depending on the changes that you made, responses that participants have already submitted may no longer be valid. For  More

Choose an option for participants' responses:

\
Keep and email - Keep participants' existing responses and send an email to participants, notifying them that they should review
#heir previously submitted responses to ensure that they are still accurate.

Include an additional message in the notification {optional)

-

- ~| Please see the Addendum added to section 3 of the Event to address previous T~

questions. Thank you.

- .
-——— -

Max. 2000 characters~ —~ — — = = == === —===—===°=7

Choose the best of the four
options for handling any responses
that have already been submitted,
add a message to let the
participants know an ‘Addendum’
fardless of the optio] WaS added, and click ‘Update

during the update. Event.’

re-submit
their responses.

~

-

11. A new message will automatically post to the Event message board to notify internal responders of the
‘Addendum,’ but the user should also go back to IPS at this time and post an ‘Addendum Notification’

for the public to see.

10/7/2020
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VII. Reviewing Responses and Requesting Clarification or a BAFO

When the Event reaches the response due date, the event status becomes ‘Pending Selection.’ At this point the
user can begin to open the ‘Envelopes’ to review the responses.

1. When the bidding is closed, the Event will go to a ‘Pending Selection’ status. At that time, the user can

click the ‘Actions’ button in the top right (obscured by the popup menu in the image below) and select
‘Open Envelopes’ to begin to review the bids.

NORTHEANCLINA
¢ e Timing
. Reopen Event
= Doc82296023 - Example Sourcing Event
Close Event
When the Event goes to ‘Pending Cancel Event
Overview cantent | Selection’ status, the user can select [-°2 Scenario Document
‘Open Envelope’ from the ‘Actions’
. dropdown menu on any Event tab to Edit
Overview begin reviewing the vendor responses. [~ ——— ¢~~~ Glimueope T
ID: DocB82298023 Commg
Description:  Health Care Services Example (i) Excel Export
____________ Reg
( Status Pending Selection (i) ) o Print Event Information
____________ departm
ersion 4 Last Mod View Publish Approval Task

2. The ‘Open Envelope Confirmation’ page will display a list of the participating vendors. Click ‘Open
Envelope’ to compare the responses for the vendor information contained in ‘Envelope 1.” Pricing
information is not displayed until ‘Envelope 2’ is opened.

- = -

- . ”
Open Envelope Confirmation [4 Open Envelope
~

e g

You are about to open envelope 1 of 2 in this event.

Selected Pardcipants Review Envelope Content
(:Selected Participants ) Click the ‘Open Envelope’ button to =
_____________ ‘ 3
Organization Name 1 Contact Mame see the Envelope 1 responses for Locked Siatus
the all vendors who responded.
* MC Test Vendor »" Mo Participated

3. Navigate to the ‘Content’ tab if not already there and scroll down to see the ‘Envelope 1’ responses
revealed to the right of Sections 4, 6, and 7. The vendor’'s name will display at the top of the column, and
if there are several responses, the user will have to keep scrolling to the right to see them all.
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@ Pending Selection

= Doc82296023 - Example Sourcing Event

Overview Content Suppliers Discovery Suppliers Messages Log Scenario Award
All Content Filter~ Display: Responses v | &= ¥
T T = d
Iniffsl  NC Test Vendor
N - - — =
Name T
More... v

¥ B 5 Pricing Submittal

This section contains the pricing questions that the State is seeking responses from Vendors.

5.1 Pricing Submittal - Vendor shall download, complete, and upload the completed Attachment Az Pricing Submittal Workbook Excel file that is available by clicking
on References at the end of this item. Vendor shall follow the instructions on the first worksheet of the Excel file, and complete the muiltiple worksheets in the Excel

,’—fim.\\’ References v

[ v ik

\
~

6 I\Iendcr Response v

7’
= = This secidRgontains the information that the State is asking the Vendors to provide responses.

6.1 Vendor shall indicate its ement to the follow) On the ‘content’ tab1 the ‘Envelope 1’ +° = \\
In compliance with this Invitation for . . all p€ms upon which prices Vs N
are bid, at the prices set opposite each item ICON IS nOwW Open, and the Vendor is submitted + \
competitively and _withnut collusion (G.S 1:43-_54). responses are now ViSib|e to the rlght of n cio.nvict_ed of any II Vet \
violations of Chapter 78A of the General Statutes, thy . at it is not an ineligible \
endor as set forth in G.S. 143-59.1. False certificatig the questlons_ Note the Vendor’s name best of Viendor’s ” \
More... v 1
6.2 Vendor shall indicate its agreement to the follo at the top Of the 00|umn' Only one Set " \
3 a_q 1
‘Vendor's Offer is valid for at least 120 days from date| Of res_ponses IS \_IISIbIe here’ bUt e upon receipt by the ! ves &F 1
agency issuing this Solicitation. Vv SCI’Olllng to the rlght would show other ] 1
6.3 If Viendor answered No to previous question, Vi vendor responses for ‘Envelope 1. al will remain valid. v |‘ :
1 NC Test Vendor !
6.4 Enter Offeror's Company Name: v \ =t II
\
6.5 Enter Offeror's Full Address: v \ 123 Main 5t E;I
. o . . \\ Johnny Vendpr
6.6 Enter full name, title, email address, and phone number of company official authorized to bind offeror: \ & 7
Se_-
4. When all the ‘Envelope 1’ content has been reviewed, click on the ‘Actions’ button again and select
‘Choose suppliers for next envelope’ from the dropdown menu.
Timing
tr Doc82296023 - Example Sourcing Event Close Event 1 Selection
Cancel Event _
Overview Content Suppliers Discovery Suppliers Messages Log Scenario Award e ( ’ \)
Al Content Fi Click the ‘Actions’ button and select Edk R
onent fer 1 «Choose suppliers for next envelope’ pen Envelope =5
—————% ------" m = -~
from the dl‘OdeWﬂ. < 4 Choose suppliers for next envelope - Jest Vendar

Name 1 Excel Export

¥ K 5 Pricing Submittal “ . "
Print Event Information

This section contains the pricing questions that the State is seeking responses from Vendors View Publish Approval Task

5. The ‘Choose suppliers for next envelope’ page will display, and users can select for which vendors
they'd like to see pricing information. It can be for all vendors, or they can choose to exclude certain
vendors if the information they saw in ‘Envelope 1’ excluded them from moving on in the process. Check
the boxes next to the vendors of interest and click the ‘Unseal Next Envelope’ button.
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=

~ =
; [ \ C l
Choose suppliers for the next envelope fW  Unseal Next Envelope

e ==

Only responses of the suppliers you choose will be visible in the next envelope

Select Participants Review Envelope Content
Select the vendors for which to see the contents of
Invited Participants ‘Envelope 2’ by checking the box next to their name =
— (in this example only one vendor has been selected,
| \f| Organization Name T Contact Name ] ] ] ] ]
S Syt - but in most situations, multiple vendors will be
Ij,/| b ncresverdor v S €| chosen) and click ‘Unseal Next Envelope.’ L

6. Back on the ‘Content’ tab, click the ‘Actions’ button and select ‘Open Envelope’ from the dropdown

menu.
< NomTHCARGUNA Q = = @) e
Timing
= Doc82296023 - Example Sourcing Event Close Event Selection

Cancel Event

COverview Content Suppliers Discovery Suppliers Messages Log Scenario W W \/\
. . . Edit
alcontent| Click the ‘Actions’ button again and select ‘Open o ;H-En:el:pe— - ¥
Envelope’ to see the contents of ‘Envelope 2. Te—— - > ;
iest Vendor
Name 1 Excel Export
v Totals v Print Event Information
1 Welcome to the State of North Careclina's Sourcing Tool v View Publish Approval Task
7. The ‘Open Envelope Confirmation’ page will display listing all participating vendors. Click ‘Open
Envelope’ to compare the responses for the pricing information contained in ‘Envelope 2.’

Open Envelope Confirmation o o ]
You are about to open envelope 2 of 2 in this event

Selecred Participants Review Envelope Content

L ---""""" T~ Click the ‘Open Envelope’ button to
Selected Participants ) ¢ ’ ===
S —— - see the ‘Envelope 2’ responses for
Organization Name T Contact Mame e Team Locked Status
the selected vendors.
= MNC Test Vendor ~" MNo Participated
10/7/2020 Managing a Sourcing Event 17
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8. On the ‘Content’ tab, ‘Envelope 2’ in Section 5 is now open. On the right side the user will now see the
Pricing Response documents the vendors uploaded. Click on the attachment and select ‘Download this
attachment’ from the popup to download and review the pricing submittals.

Note: There is an option in the ‘Actions’ dropdown menu to ‘Download All Supplier Attachments’
where users can mass-select vendors and sections and download everything all at once.

Overview Content Suppliers Discovery Suppliers Report Messages Log Scenario Awvard m

All Content  Filter ~ . s Display: Responses v | =% ¥
Envelope 2’ is now open and the Vendor R
Pricing documents are now available for nidl NCTest vendor_
TIEd download. Click on the attachment and
7 . .
\ ‘ )
I'v & 5 \Pricing submitial then click ‘Download this attachment. Less... -
\ N 7
= 7 This section contains the pricing questions that the State is seeking responses from Vendors.
LA ‘E’Ventloj~s\~
5.1 Pricing Submittal - Vendor shall download, complete, and upload the completed Attachment A: Pricing Submittal Workbook Excel file that is 4 ; .
available by clicking on References at the end of this item. Vendor shall follow the instructions on the first worksheet of the Excel file, and complete th:{ !m“w
multiple worksheets in the Excel file. v References v ~ (o T 5 2 A
~ = - —
¥ kd 6 Vendor Response ™ Less..[-| ~ T T 77T

This section contains the information that the State is asking the Wiendors to provide responses

9. Before fully reviewing and evaluating all responses against each other, take the information gathered and
create a ‘Preliminary Bid Tabulation with Vendor Name and Product ID Only’ and post that on IPS.

Note: The ‘Report’ tab on the Event has a button called ‘Download Reports.” Selecting ‘Question and
Terms Report’ may help in providing a list of all vendors who responded in Excel format.

10. While reviewing the vendor responses, it may be necessary to seek clarification with certain vendors or
request a BAFO. This communication will be made through the Event message board. Navigate to the
‘Messages’ tab and click the ‘Compose Message’ button at the bottom of the screen.

CI|Ck ‘Compose Message, at the eurement - TEST  SourcingUser01  State Supplier (no value) NC eProcurement - TEST has

bottom Of the Event ‘Messages’ tab to WST SourcingUser01l Participants (0) Team (0) (no value)} Event Example Sourcing Eve
initiate communication with vendors. e mmmm— - _ >

'\ l Compose Message l L /‘ Download all attachments l

11. On the ‘Compose New Message’ page, select the recipients of the message. Unlike adding an
‘Addendum’ where the audience is everyone, in a situation where the user is seeking clarification or a
BAFO, the message will likely be directed to a smaller group of participants, if not just one. Click the
radio button next to ‘Selected Participants,’ enter a more specific ‘Subject,” and write an informative
message in the body. Attach a ‘Request for Clarification’ form (the template for which can be found in
the ‘Sourcing Project Documents’ folder on the ‘Documents’ tab of the Project). Then click ‘Select
Participants’ to narrow down the recipient group.
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From: MNC eProcurement - TEST (SourcingUser01)

- I -

— < - ~
\_/) All Active Par‘t'lcipar‘s '.!.' }-elected Panic(gams )
~ -_

~o

_________
(@ AuTeam members () selem:t%ﬂ?\ \

To:

Subjet | Seeing Clrifation on i Select the radio button next to ‘Selected
Labels:  (novalug) select ' Participants’ to limit the recipients of the
————— ST o TTTTTTT T ——e message. Once the ‘Subject’ and
< < Amachments: W Request for Clarification.docx Delete 2
------ mSsoomem———————— "~ \ message have been updated, and the
ach another file .
attachment has been added, click the
] B I L 45-iS rosomm et vetbw — = — = A e — L ‘Select Participants’ button.
q Please fill out the attached Request fof Clarification document and return with specific answers. Thanks. :

- -
———— _—-—

12. The ‘Select Participant For Message’ popup will display, and the user can select to which vendor(s) the
message should be sent; next, the user can click ‘OK,” and then click ‘Send’ back on the ‘Compose New
Message’ page. The new message will display on the ‘Messages’ tab, and the user will wait for a
response from the selected vendor before making any more decisions.

Select the specific vendor(s) to
Select Participant For Message receive the message and click ‘OK.’

Invited Participants =

g/ - Srgenization Name l Contact Name Invited by Incumbent Response Team Locked Status
- -
- RN ) -
- » NC Test Vendor > SourcingUser01 No Yes No Participated
-

- e —

- -

—_———_-

13. If the user needs to request a BAFO from a specific vendor, the request will begin with a targeted
message as demonstrated above, but the user should attach a ‘Request for BAFO’ form instead of a
‘Request for Clarification’ form. In a ‘Lite’ Sourcing Project, there is no ‘Task’ associated with
requesting a BAFO (there is in a ‘Full’ Sourcing Project), but a ‘Request for BAFO Template’ document
is available on the ‘Documents’ tab of the Project.

VIIl. Awarding the Solicitation

After all information has been received and considered, the user can develop an ‘Award Recommendation’ and
post the final Bid Tabulation and Award Notification on IPS. The Event has ‘Scenario’ and ‘Award’ tabs on it, but
those are not used at this time. All decisions will be made offline with the information gathered in the Event,
though the ‘Award Recommendation Template’ can be found on the ‘Documents’ tab of the Project.
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1. Once all the information has been gathered from the Event and all input has been considered, the user
should go to the ‘Documents’ tab on the Project and download the ‘Award Recommendation
Template’ from the ‘Sourcing Project Documents’ folder. It should be completed with information
about the winning bid and re-uploaded onto the ‘Documents’ tab for historical purposes.

Example Sourcing Services Project

ID WS82296004
Tasks: Incomplete Tasks: O

Sourcing Project Current Phase: 01 - LAUMCH PROJECT
R -
~
Overview ¢ Documents ) Tasks Team Message Board Ewvent Messages History
~ ~a - - - -
Example Sourcing Services Project Show Details ===
Cremer Status

Name
¥ T3 Sourcing Project Documents "
Proposal Evaluation Kick-Off Meeting Template ~

Addendum Document Template ™~
Category Sourcing Strategy Template ™~

Request for Clarification Template ~°

Request for BAFO Template ~"

»- Solicitation Document "
Sourcing Ewvent ~"

Document Templates "

Project Cwner

Project Cwner Mot Edited
Project Owner Mot Edited
Project Owner Mot Edited

Download, complete, and re-upload the
‘Award Recommendation Template.’

ToTT TroT T
Project Owner

Project Cwner

Project Cwner

2. Take the completed ‘Award Recommendation’ document, along with a final, detailed Bid Tabulation (for
which there is not template in the Project) and post both documents in IPS.

3. Now that solicitation has been awarded, return to the Event to close it. Even though an award has been

issued, the status will still read ‘Pending Selection’ because the award was determined outside of the

Event. To manually close the Event, click the ‘Actions’ button in the top right and select ‘Close Event.’

10/7/2020

Managing a Sourcing Event

¢ SRR e a = @ o e
& Doc82296023 - Example Sourcing Event Timing selection
(: [ Close Event _::
oveniew | Select ‘Close Event’ from the ‘Actions’ //Ee Cancel Evert < -
dropdown to manually close the Event. Documert o=
Overview Edit
1D Doc82298023 nters
Desc o Health Care Services Example (i}
(~ Excel Export
Print Event Information 2
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NC eProcurement
Managing a Sourcing Event

4. The ‘Close Event’ warning will display reminding the user that ‘Closed’ Events cannot be reopened,
which is okay because they can still be accessed for important historical information. Click ‘OK.’

/A Close Event

Click ‘OK’ to manual |y You cannot award or reopen bidding for a closed event.
C|Ose the Event. Are you sure you want to close this event?

-

’ >~
1
I o |

7

5. The Event status will update to ‘Completed.” Now navigate back to the ‘Overview’ tab of the Project to
mark that as ‘Completed,’ too. Click ‘Actions’ at the top of the ‘Overview’ tab and select ‘Edit
Overview’ from the dropdown menu.

Example Sourcing Services Project 1D WsB2298004
Tasks: Incomplete Tasks: O

Sourcing Project Current Phase: 01 - LAUNCH PROJECT

- ————

- ~
(~ ~(Z_Zr\.|r_la|:\.|l1_:3:|::1r— _/ Documents Tasks Team Message Board Ewvent Messages History
————— H ‘ H ’
o . " P On the Project ‘Overview
Verview ACTIoNs ™" ro CSSS// N . N ,
S mm=m=— T tab, click ‘Actions’ and select
< _ Edit Overview  _ 2 ‘ . . ,
_ N { ‘Edit Overview.
ID:  wWs82296004 (i) Wiew Details
Project State:  Active (i) M
Wersion: Original SOURCING
Project Status: Gray e |
rejse pss e SOURCING EVEMNT o/10/2020
Start Date:  09/O¥2020 (&) Copy Project
P @D T SOURCING EVEMNT

Follow-on Project

6. On the next page, click the dropdown next to ‘Project State’ and select ‘Completed,’ then click ‘OK.’

- —_———

- ~EN
Edit Example Sourcing Services Project {
~ ”

N ———_

Make necessary changes to the general attributes for this project by editing the necessary fields on the Owerview tab. On the Template Afors

Overview Template Questions

Mame: * l Example Sourcing Services Project f_i}
-

Click the dropdown arrow
N next to ‘Project State’

Start Date: | and select ‘Completed.’
On Hold

Project Status: /
Cancelled

P -

DescriptionC _| _ Completed ! | — iz — [ 1“ — fant — ~ L' @

L —_— -

ersion: Active

10/7/2020 Managing a Sourcing Event 21



NORTH CAROLINA ePROCUREMENT

7. The Status of both Project and Event will now reflect ‘Completed’ and will display as such in the ‘My
Documents’ portal on the ‘Sourcing’ tab. The next step will be to create a ‘Contract Workspace’ from
the completed Sourcing Project.

-

\\

= =

—_—— = —

-~ ~
HOME SOURCING t;ONTR!-'.CTS
\

SUPPLIERS

Recent Manage v Create v

Sourcing Project V'

Search using Title, 1D, or any other term

Common Actions
Create

Sourcing Project
Supplier Research Posting
Knowledge Project
Analytical Report
More v

Manage

Sourcing Library
Supplier Knowledge
Prepackaged Reports

More ™

Recently Viewed

W My Documents W
The | e m == ———— Qae L _ _Status
- -=" == =~
e E Example Sourcing Event 9/8/2020 Completed RN
4 \
N : . . o '
~So (%] Example Sourcing Services Project 9972020 Completed _ ~
= S~ —_— e - -
(> Sourcing EventTest — — T T T T T % 0iA2020
[$] sourcing Test 9142020
(2] Personal Workspace 942020
View All v
Notifications v
From Subject Received
v Event Example Sourcing Event - Envelope 2 91L2020 8:02

SourcingUser01

Event Status (Last 12 months) W
RFI  RFP  Auction ' Omad
Auction
Draft 2 45 s} 0
Preview o (4] [4] i}

il 0 4] 0

Both the ‘Sourcing Project’
and ‘Sourcing Event’ display
as ‘Completed’ in the user’'s
‘My Documents’ portlet.

Date | Status Title
Mo recent items of this type -- Click "View..." link to access
additional items

M o NG

can now ... AM
Example Sour..vices Project SourcingUser01 E;:r‘:jtj;(érnple Sourcing Event - Envelope 1 91112020 4':;:' View All W
10/7/2020 Managing a Sourcing Event 22




